
Covid-19 Physical Face to Face Council Meetings Protocol

HANDS            FACE         SPACE

 Introduction

The legislation permitting remote meetings of Farlam Parish Council came to an end at 
midnight on 6th May 2021. As it currently stands, all Council meetings held on, or after 7th 
May, must therefore return to a face-to-face format. 

This protocol details the format and processes required to enable meetings of the Council 
to take place in a face-to-face format, to enable the business of the Council to be 
transacted, whilst ensuring strict adherence to Covid-19 guidance and keeping the risk of 
transmission of the virus to a minimum.

A Covid-19 Face to Face Council Meetings Risk Assessment has been undertaken which 
has informed this protocol. 

Members will be emailed this information and the risk assessment prior to the meeting due
to be held on 14th July 2021 to give Members the opportunity to ask questions, raise 
concerns, and review the Moot Hall Risk Assessment. 

Venue 

All meetings of the Council shall take place in the kitchen area of Hallbankgate Village 
Hall, with a different layout to pre- covid meetings, that has been assessed in line with the 
Covid-19 risk assessment until 19th July 2021 – at which point all restrictions on indoor 
gatherings are expected to have been lifted allowing Council meetings to return to the 
former meeting layout. 

The kitchen area of the Hall is designated as a Covid-19 Secure workplace venue for the 
Council, subject to adherence of Covid-19 secure guidelines which are detailed in this 
Protocol and the Risk Assessment.

Layout 

The kitchen area shall be laid out in rows and Councillor seats will be at a 2m distance if 
possible or at least 1m, Covid-19 secure venues are permitted to enable seating at ‘1m 
plus’, provided mitigating measures are in place.

Before the meeting 

Upon entering the building, Councillors and members of the public will be welcomed by the
Clerk and asked to use the hand sanitiser, at that point your temperature will be taken by 
the Clerk and recorded. Both Councillors and members of the public are asked to use the 
QR Code to register their attendance at the venue for NHS Track and Trace purposes. 
Those not able to use this facility will be asked their name and contact number, the details 
will be safely kept by the Clerk for 21 days in line with Track and Trace guidelines, after 
which the details will be securely destroyed. 

Councillors will be asked to arrive in staggered time slots to minimise congestion within the
building. Please arrive on time. Councillors will be asked to take their seats, which will be 
directed by the Clerk.



Unfortunately, at this stage Farlam Parish Council is not in a position to live stream Council
meetings to minimise the number of persons wishing to attend. 

At any time, the maximum identified capacity for public attendance has been reached, no 
further entry will be allowed. 

During the meeting 

All persons attending the meeting must remain seated unless required to stand to use the 
toilet facilities or to declare an interest at which point a face covering must be worn unless 
medically exempt and the Risk Assessment adhered to. 

All persons attending the meeting must not move any of the furniture. 

Members will be able to access agendas and report documents either through their email 
account or the Council’s website prior to attending the meeting and via their own device at 
the meeting to reduce the need to handle paper. Members should not share their writing 
material with others, to reduce the risk of transmitting the virus. 

After the meeting 

Members of the public will be asked to leave first, in an orderly single filed manner, 
maintaining social distancing requirements, using the hand sanitiser located at the 
entrance/exit. Members of the public should immediately disperse once outside the 
building. 

Councillors will be asked to leave in their seated rows, using the hand sanitiser located at 
the entrance/exit. Members should immediately disperse once outside the building.

The Hall caretaker will be responsible for locking the building.

Members must take any writing material or refreshments home with them and leave 
nothing on site. 

General Housekeeping 

Any person wishing to have refreshments will need to bring their own for their sole use, 
and take away with them at the end of the meeting. 

Toilet facilities are prohibited unless absolutely necessary. 

All persons must use the sanitiser upon re-entering the meeting located in the main room.

Attendees must not mingle or congregate – if a queue does form whilst awaiting entry to 
the hall, attendees must stand 2m apart whilst others take their seats. 

All attendees should dress appropriately for the weather conditions of the evening – 
windows and doors will be open to ensure adequate ventilation of the room and building.



HALLBANKGATE VILLAGE HALL

Risk Assessment for Face to Face Meetings

Undertaken by: Allison Riddell, Clerk    13th July 2021

Farlam Parish Council 

Review: Monthly by Clerk and each time the UK Covid-19 risk level is changed by the Government

What are the 
hazards

Area or People at 
Risk

Controls Further actions to take Action to be carried out 
by

Date action needed

Spread of Covid-19
coronavirus infection

Clerk
Councillors
Members of the public 
attending the meeting

Face coverings to be worn at all 
time during the meeting (unless 
addressing the meeting) as per 
government guidelines. Masks and
face shields can be worn together 
for those persons who consider 
them in the at risk group.
Face shields alone should not be 
worn as this does not give full
protection.

All attendees to be informed of and
ensure are following the covid -19 
hall risk assessment i.e. entry/exit 
point 

Hand sanitizers available at 
entrance and exit points and
all persons using the hall to be
encouraged to use them.

The meeting to be set up to
avoid face to face direct
contact. EG as rows with at
least 1metre between each
seat to reduce the risk of 
contact.

Meeting protocol circulated
to members and available 
on website.

Clerk to check sanitising 
stations are in full working 
order prior to the start of 
the meeting.

Clerk will keep any register

Clerk to set up the hall to 
ensure that a minimum of 
1metre social distancing is 
in place between each 
person attending.

Prior to the attendees
arriving.

Context: Covid-19 is an illness that can affect your lungs and airways. It is caused by a virus called Coronavirus. Symptoms 
can be mild, moderate, severe or fatal.

This is a Risk Assessment for dealing with the current Covid-19 situation of returning to face to face meetings. 



Track and trace QR code and 
Register are in place at entry point
and all entrants to sign the register
including declaration that they 
have not had or been into contact 
with covid-19 in the last 10 days 
nor are displaying
any symptoms.

Hand washing facilities should
already be in place.
Attendees to be informed where
hand washing can take place.

Non fire doors to be left open and
windows to be opened to allow a
flow through of air.
Social distancing as per 
government guidelines
Staggered entry and exit to the hall
to allow social distancing to
continue.

Meetings to be kept to essential
business and to last no more than 
2 hours.

records for 21 days and 
then destroy appropriately.

Facilities available in toilet 
area.  Clerk to check 
availability of handwash 
and paper towels.

Councillors are requested 
to bring their own pen.
Clerk to provide pen and a 
hand sanitiser will be 
provided next to the 
register to allow users to 
sanitise their hands after 
each use.

Clerk

Clerk

Prior to the attendees
arriving.

Prior to the attendees
arriving.



FARLAM PARISH COUNCIL
Clerk: Allison Riddell
Unit 2
The Old Brewery
Craw Hall
Brampton
CA8 1TR                               
Tel: 016977 3382
Email:farlampc@hotmail.co.uk
https://www.farlamparishcouncil.com

8th July 2021
Dear Councillor,
You  are  summoned  to  a  Meeting  of  FARLAM  PARISH  COUNCIL that  will  be  held  in
HALLBANKGATE VILLAGE HALL, on WEDNESDAY 14th JULY 2021, at 7.30pm.

The meeting is open to members of the public,  however, social distancing measures will  be in
place and seats are limited.  Masks must be worn. If you would rather not attend the meeting but
have a matter to raise, please email the Clerk before midday on 14th July.
Please do not attend the meeting if you have Covid-19 symptoms.
Face to face meeting protocols and risk assessments are available on the website.

AGENDA
1. APOLOGIES FOR ABSENCE 

To receive apologies for absence and approve reasons for absence.

2. REQUESTS FOR DISPENSATIONS 
The clerk to report any requests received since the previous meeting for dispensations to speak 
and\or vote on any matter where a member has a disclosable pecuniary interest. 

3. DECLARATIONS OF INTEREST 
To receive declarations by elected and co-opted members of interests in respect of items on this 
agenda.

 
4.  MINUTES

4.1 MINUTES OF THE MEETING HELD ON 4TH MAY 2021 - To authorise the Chairman to 
                          sign, as a correct record, the minutes of the meeting held on 4th May 2021.  

(copy herewith)

5. LOCAL GOVERNMENT ACT 1972 – RESIGNATIONS AND FILLING OF VACANCIES

5.1 RESIGNATIONS – To note the resignations of Mr. S. Bowles and Mrs. R. Foster.

5.2 FILLING OF VACANCIES - To consider persons expressing an interest in being co-opted to
membership of the Parish Council.

6.          PUBLIC PARTICIPATION SESSION

6.1 PUBLIC PARTICIPATION - To receive comments and representations from members of the
public in relation to any item on the Agenda. (Members of the public are permitted to speak

        on any Agenda item for up to 15 minutes.  Those items not on the agenda will  not be  
debated but referred, if appropriate, to the next meeting. Members of the public are not  
permitted to speak at any other time during the meeting unless invited to do so by the 
Chairman).



6.2 CITY AND COUNTY COUNCILLOR REPORTS – To receive reports if applicable.
7.          REPRESENTATIVES' REPORTS

To receive reports by representatives on Outside Bodies.

8. TOWN AND COUNTRY PLANNING APPLICATIONS 
To consider and/or ratify the following:-

8.1 LOW BARN, FARLAM (21/0445) – Replace kitchen and bedroom window with two storey 
floor to ceiling window – To ratify – No observations.

8.2 HALLBANKGATE HUB, HALLBANKGATE (21/0572) – Creation of two outdoor seating 
areas with the installation of two retractable awnings over.

8.3 8A CROSSGATES ROAD, HALLBANKGATE (21/0580) – Erection of porch to front
elevation.

(Information available on Carlisle City Council website)

9. NOTIFICATION OF DECISIONS
To receive a report from the Clerk.  (copy herewith)

10. FINANCIAL MATTERS

10.1 BANK RECONCILIATIONS TO 14.06.21 – To receive a report by the Clerk.  (copy 
             herewith)

10.2 EXPENDITURE TO APPROVE – Schedule of payments

           
Amount £ Payee Detail Cheque

number
£339.52 A Riddell Net wage to 31.7.21 100822
£84.80 HMR&C PAYE 100823

£440.00 R Farrimond Grass cutting 100824

                                           
10.3 MONITORING REPORT – To receive a report from the Clerk.   (copy herewith)

10.4 INSURANCE – To ratify the insurance cover for 2021-22 through Zurich Insurance at a cost 
of £502.34.

10.5 CHEQUE SIGNATORIES – To agree cheque signatories and amend the bank mandate 
accordingly.

11. SPEED INDICATION DEVICE (SID) AT HALLBANKGATE
To receive an update from Kevin Crawley regarding the site meetings with Highways/Parish Council
to agree the location of  a SID at  Hallbankgate and to agree the type of  SID to  be purchased.
(information circulated by email)

12. CODE OF CONDUCT 
To adopt the new Code of Conduct.  (information circulated by email)

13. USE OF VILLAGE GREEN
To consider granting permission for use of the village green for a free family fun day on Tuesday 
August 24th 2021,organised by Fellfoot Forward Landscape Partnership Scheme.

 
14. REGISTRATION OF VILLAGE HALL DEEDS

To resolve a request from Hallbankgate Village Hall Committee, agreed via email on the 28th June 
2021, that the parish council registers the village hall deeds with the Land Registry.

15. ALL ABOARD PROJECT
To receive an update from Councillor Hinton and consider what action, if any, to be taken.



16. FLOWER TUBS
Request from resident regarding clarification on what the parish council is doing about ongoing 
planting and maintenance of flower tubs.

     
17. CALC 

To receive, note and where applicable respond to the following correspondence, circulated prior to 
the meeting by email:-

17.1 CONNECTING CUMBRIA NEWSLETTER

17.2 PLACES CALLED HOME PROGRAMME

17.3 ACT NEWS UPDATE

17.4 ANALYSIS OF LOCAL COUNCILS PRECEPT DATA 2021-22

17.5 CUMBRIA HIGHWAYS CUSTOMER SYSTEM

17.6 FRIENDS OF THE LAKE DISTRICT GRANT FUND

17.7 QUEEN’S PLATINUM JUBILEE BEACONS

17.8 DCMS SURVEY ON RURAL NETWORK COVERAGE (MOBILE)

18. CORRESPONDENCE RECEIVED BY THE CLERK 
To note items of correspondence received since the last meeting and take actions as appropriate.  
(circulated prior to the meeting by email)

18.1 4th JULY STREET PARTY – Emails from local resident.

18.2 PROPOSED DIVERSION OF PUBLIC FOOTPATH 117027 – Email from Cumbria County 
Council.

18.3 NORTHUMBERLAND LOCAL PLAN EXAMINATION, CONSULTATION ON ADDITIONAL 
EVIDENCE – Email from Northumberland County Council.

19. LITERATURE AVAILABLE FROM CLERK 
To note items of literature received since the last meeting:-

19.1 NOTIFICATION OF EXECUTIVE KEY DECISIONS – 2nd July 2021

20. AGENDA ITEMS FOR NEXT MEETING 
To submit items for the next meeting and note that any further items for consideration should be 
submitted to the Clerk on or before 1st September 2021.

21. DATE OF NEXT MEETING
Wednesday 8th September 2021 – Hallbankgate Village Hall, 7.30pm.  
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